City of Fresno AT75

LAW OFFICE SUPERVISOR

Class Definition

Supervises, assgns, and coordinates the legd secretarial and clerical work performed in the City Attorney’s
Office; researchesfilesonlegd and non-lega matters; and provides highly responsible administrative assstance.

Distinguishing Characteristics

The class of Law Office Supervisor is diginguished fromclassesinthe lega secretarial seriesin that its incumbent
performs office management dutieswhichrequirea thorough knowledge of procedures, methods and techniques
of legd secretaria work aswell as knowledge of the policies and proceduresin the City Attorney’s office. The
incumbent of this sSingle-position class receives directionfromthe City Attorney, and exercisesdirect supervison
over assgned secretarid and clericd dtaff.

Typical Tasks
(The incumbent may not be assigned dl dutieslisted, nor do the examples cover dl dutieswhichmay be assigned.)

Develops and implements organization or procedura changes affecting support activities in the City Attorney's
office specificaly in the areas of record keeping systems, forms control, office layout, and office procedures.

Supervises, assgns, and coordinates typing and dictaphone assgnments, which include court documents,
ordinances, resolutions, letters and contracts.

Sdects, trains, and evauates clerica gff.

Egtablishes policies and procedures for the filing syslem, bookkeeping, and cdendaring deadlines and court
hearings.

Assgsin the development and adminigtration of the department budget; monitors the budget.
Researchesfiles for legd opinions, memoranda and various documents of alega and nonlegd nature.
Operates slandard office equipment including word processing equipment.

Prepares routine legal documents.

Maintains Master Cdendar of court trids, motions and hearings.

Performs related duties as required.
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Qualifications

Knowledge of:

Legd terminology and the forms and documents used in legd secretaria work.

Legd procedures and practices involved in composing, processing and filing avariety of lega documents.
Standard legd references and their contents.

Organization, procedures and operating details of the City Attorney's office.

Modern legd office practices and procedures, including business correspondence, filing and standard office
equipment operation.

Principles and practices of budget and personnd management.
Ability to:
Supervise and coordinate the work of clerica staff involved in providing legd secretaria support.

Understand the organization and operation of the City Attorney's Office and outside agencies as necessary to
assume assigned responsibilities.

Communicate effectively, both ordly and in writing.

Establish and maintain effective work relationships with those contacted in the performance of required duties.
Prepare routine legal documents without the assistance of or advice of an attorney.

Prepare and maintain appropriate records and files.

Type accurately at a speed necessary for timely completion of assigned duties.

Operate and use modern office equipment, including information/word processing equipment.

Expearience and Training

Any combination of experience and training that would likely provide the required knowledge and abilities is
quaifying. A typicd way to obtain the knowledge and abilities would be:
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Experience:

Four years of increasingly responsible legd secretaria experience with substantial background working within a
law office or court system.

Traning:

Equivaent to the completion of speciaized legd secretarid training and management courses.

APPROVED: DATE:
Director of Personnd
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